
 
    

BPSS Curriculum 
Curriculum Renewal and Amendment Instructions 



   Log in to BPSS Portal 

1. Log  in  to  your PERSONAL m y.ny.gov  
account 

2. Select  "BPSS" from  your options 



Select Role 1. Log  in  to  your my.ny.gov  account 
2. Select  "BPSS" from  your options 
3. Select  the c orrect  role ( "school  

administrator") 

https://eservices.nysed.gov/bpss/bpssext/BPSSLoginRoleAction.do 

 



Select School  1. Log in to your my.ny.gov account    
2. Select "BPSS" from you  r options
3. Select the correct role ("sch    ool 

administrator")
4. Select the school  



 Select Curriculum Applications 

5. Select the type of application you 
need
• Amendment/Renewal  - start  or

edit  an  application  to  renew  or
change an   existing  curriculum



  Renewal or Amendment 5a. Amendment/Renewal: 
• Check expiration date:
• Less than 120 days  –  RENEWAL
• More  than  120  days  -  AMENDMENT



  6. Renewal:Renewal or Amendment • Select  curriculum  you  want  to  renew
• Submit  renewal  120  days  prior to 

curriculum  expiration
• Once a   curriculum  has  expired, it 

cannot  be  renewed
• If c urriculum  is  expired, please 

submit  a  new  application



  Renewal or Amendment 
6. Renewal,  cont.:
• Do  not  submit  amendment  within 

renewal  window.



  Applications in Progress 7. Applications in progress:
• Status: 

o Not  Ready  for  Review  –  started  but  not 
submitted

o Ready  for  Review  –  submitted  but has not
been reviewed by BPSS

o Under  Review  –  EVX  –  review  has  begun. 
Please  check  email  and/or  communication 
on  the  system  for  reviews  of the  application

• Edit  application:  
• click  on  the  pencil to open  the  application 

and  modify  it.



8. Select  curriculum  to  amend  and  click  
next

Amendment 
• Click  ”Start  Amendment  Application”
• Make  changes to digital a pplication
• Upload  a  letter to  "coursework 

details" stating  the n ature o f t he 
changes m ade.



9.  Information  tab Information 
• All  information  from  old  application 

will  populate  these  fields
• Make  any m odifications needed
• Click “next”



Outline 10. Outline tab
• Information  for you  –  please  read

this page.
• Click “next”



Coursework 11. Coursework  tab
• Course/unit breakdown and hours

• If t he c urriculum  is  not  broken 
down  into  units, we w ill  ask  you 
to  enter the u nits  here.

• There  is  a  revised  BPSS-30 you need 
to  complete  and  upload  here  using 
“add  files”
• Curriculum  outlines  can  be 

uploaded  here, as  well
• Skills  checklist, if ap plicable, should 

be  uploaded here.
• Click “next”



Textbooks 12. Textbook tab
• Textbook  information  will  be e ntered 

from  prior curriculum  information
• Please u pdate t o  current  edition 

using  the  pencil
• Textbooks  need  to  represent  

industry standard
• We w ill  require u pdates  for

textbooks  that  are o ut  of d ate f or
the field

• Click “next”



Equipment 13. Equipment tab
• Equipment  will  be  populated  based 

on  prior curriculum  information
• User added  equipment  can  be 

modified using pencil icon
• If e quipment  is  not  listed  here, you 

will  be ask ed  to  enter it
• Click “next”



 
       

    
    

      
 

       
    

    
     

 

Skill List 

Disclosure 

14. Skill List tab
• There is no option to upload a

document here – please disregard.
• All curricula with internship/clinical

units must have a skills list uploaded
to coursework.

• Click “next”

15. Disclosure tab
• There is no option to upload a

document here – please disregard,
except:
• NATP applications have an addendum

for their enrollment agreement that
should be uploaded here.

• Click “next”



   
 

  
  

  
    

 
 

    

   
   

        

16. Affiliation tab Affiliation 
• Updated affiliation agreements must

be uploaded
See BPSS website for new prototype of Affiliation Agreements: 
https://www.acces.nysed.gov/bpss/applications-and-
instructions-licensed-private-career-schools 

• Affiliation agreements must:
• Use the new prototype
• Be current
• Provide valid contact information

for site contact
• Include proof of liability

insurance covering students at
site

• Include operating certificate for
HHA or NATP internship sites.

• Click “next”

https://www.acces.nysed.gov/bpss/applications-and


  
     

     
   

     
     

  

Signature & Payment 17. Signature tab
• By continuing you are acknowledging

payment must be made for the
application to be submitted.

• Click “next” if ready to submit

18. Payment tab
• Choose method of payment.

• NOTE: if you are modifying a
submitted application you do not
pay a second time.

• Click “next”




